OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCT IONS: See Publication No. 76—~RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atianta, Georgia, 30334,

APPLICATION FOR RECORDS RETENTION SCHEDULE

Attention: Scheduling Section, 8908 IS-0] :
FOR AGENCY USE 1. Agency Addrass FOR RECOADS MANAGEMENT USE
Application Dete Georgia Department of Education Application Number
Office of Special Instructional Programs 8q ~-09 7
Application Narber Compensatory Education Division : [Ty T—— ey ———
Migrant and Engl1sh to Speakers of Other
Lan Suite 1962 Twin AUG 18 1989 | OCT - 2 1989
2. Person to Contact Towers East, Atlanta, GA. Working Tittle 30334 Telephone Number
Beth Arnow : Coordinator (404) 656-4995

3. Action Requested
a. X)X Establish Retention Schedule; record will continue to accumuiate.
b. 0O Dispose of present accumulation; no further accumulation anticipated.

c. [0 Amend Application No. Check One: O Change: [ Supercede; O Void

4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest Latest

1980  |{to Date Bilingual Education State Agency Grant Files

6. Division and Office Function What is the function of the Division and the Office in which rhus record series is created?
The primary purpose of the Division of Compensatory Education is the administration of two
programs funded by the Quality Basic Education (QBE) Act, Remedial Education and English to
Speakers of Other Languages [ESOL] and five programs funded by federal funds, Chapter 1,
Migrant Education, Bilingual Education, Emergency Immigrant Education Assistance, Refugee
Assistance and Home]ess The staff of this division provides technical assistance for the
development of required plans and applications, pre-monitoring visits and in-service for
staff. They also monitor compliance of state and federal requirements and disseminate
information from state and federal agencies. The Migrant/ESOL Programs Unit administers
federal grant funds which serve migrant, refugee and immigrant children. Through the
Bilingual Education State Agency Grant, the state agency collects data on the numbers of
language minority and limited English proficient students in Georg1a s public and private
schools.

7. Record Series Description This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to: administering the B111ngQa1 Education Program and collecting data on
numbers of language minority and limited English proficient students in Georgia's schools.

Included are:  State Plan, grant awards, correspondence to and from U.S. Dept. of Education,
documentation of program activities (including training workshops), fiscal reports,
data collection instruments from local education agencies, and applicable laws and

regulations. Some data is stored on computer (WANG PC). " BRRERTS

BOVE DG cooio s PSR

AUG Px 1989

: PV
Fileisarranged: Data Collection is arranged chronologically by fiscal year, ti\ergunder

a1phabet1ca]}y by system. Other files arranged chronologically by fiscal year, thereunder

y by subject.
8. Monthly Reference Rate How often are records ref_erred to which are:
One to six months old __10_.; Seven to twelve months old ._.1.9.__: Thirteen to twenty-four months old _4._._
twenty-five months and older 0 2
9. Annual Rate of Accumulation of Records
Letter-size drawers _1/4 Legalsizedrawers _____ ;Shelves _______  _: Other {specify)

Total current accumulation: 2 letter-size drawers
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a. Is this the official copy of the series?
X if not, where is it?

b. Does the series contain confidential information requiring security handling? 1f ves, cite law or reguiation.

X
X c. Is this a vital record? ,
X d. Does this series have historical or iong term research value? :
e. When one or two documents in the file make it necessary to keep the entire file for a Iong period, eould these
X documents be scheduled separately?
X £, Is the i ati ained in thi f yes, attach copy. Status of Limited Enhsh Lls

eprgia

g. Is the information contained in this erer analvzaed ang £r recorc%g na stlllmrengnzed report

X If ves. attach copy. _ Annual Fe eral Report
- h. Is there a duplication of this series in your office, or in another office or agency?
X it ves, where?

X | i__Is this seres (or 2 maior portion of i reqularly micrafilmed?

X | i Does the record series resutt in a computer printout?

11. Retention Requirements The following requires the series to be kept:

years.
years,
years.

a. State Law 0 years. d. Audit period
b. Statute of limitation 0 years. e. Administrative need
c. Federal law 5 years. f. Federal retention instructions

wropon

Attach copy or excert of laws or regulations. Explain administrative need.
PL 100-297, Title VII, Part B, Sec. 703.2
34 CFR 75.734, 34 CFR 204.3

12. Approved Disposition instructions This agency recommends that the file series be cut off at the end of each:
O Calendar Year; X1 Fiscal Year; O Other then,

¥X Hold in the current files area ————monthls) ___2____ year(s); then
¥X Transfer 1o iocal holding area; hold ._5_.vear(s): then
{J Transfer to State Records Center; hold —_______ year(s); then
Destroy.
O Transfer to State Archives for permanent retention.
O Other {Specify)

**NOTE** Except for System Data Collection Instruments: Hold in Current Files Area for
10 years; then destroy. Informaxion is used for trend data.

Except for State Plan: :
Department of Education will remove the State Plan from record

series and transfer to the State Archives for permanent retention.

These instructions apply to all prior and future accumulations of the series.

[ Agency Head/Designes _(Signature) Date Records Management Officer _(Signature] Date
§F48 &7 | Yielbi Balen os]is)as
&708180f ' State Records Committes (Signature) Date
Recormmendations in para- ]
graph 12 are approved. State Auditor/Designee /%&gd) _ lo.2- ¢ 9.

{If disapproved, attach letter

of explanation.) | Secretary of State/Designee WM LudAW\ / Jf/ ??

migme W-f‘ﬁ- % ?/S"/F.?
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